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MANAGEMENT TRAINING NEEDS ASSESSMENT

A good manager may be described in many different ways. Through the research of several experts
on managerial compentencies, the OTE Management Staff has compiled a rough, non-inclusive list of the
knowledge, skills and abilities (SKA's) commonly related as attributes of successful managers. In
order to review OTE's current training programs, make adjustments and implement new training programs,
we first need to examine the necessity of training for these identified SKA's. How important is
training for the development of these compentencies and when would training be most appropriate?

Look at the SKA for each of the given levels of management. Using the scale of 1 - 5, (1 train-

ing not needed and 5 training is very essential), decide how necessary training is to the development
of that compentency.
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not needed 1---2---3---4---5 very essential

CONCEPTUAL SKILLS

External Orientation- relates to the interaction between the organ-
Jzation and the broader arena within which it operates

1.

10.

Able to view directorate and Agency policies within the context

of broad national priorities ........oceeeeiennnn e ssesascassacneens
Understand U.S. foreign and national security poliicy interests

in situations affecting work ............. N

.....................

Understand purposes of the Agency as a component of the government
and as an institution in a democratic society .......

e s e s s s e s e e

Understand the relationships among and the workings of the Congress, |

the White House and other components of the national security and
foreign policy community ...........c....n .

..........................

Understand social and political forces affecting Agency mission

Recognize the special responsibilities of the public trust and
legal constraints on components' activities ...........icieiiiieenn
Know organization and responsibilities of the Agency and its

MajoOr COMPOMENLS .ttt eenenessennannsonsscsoas et
Possess good overview and understanding of Agency mission as well

as the functions/interactions of/with other directorates and

their role in the intelligence process

Understand General Economic conditions and issues ....... ceeceaaeas

Understand the relationships between career executives and
political eXecutives ......ceeeeceveennnns .

.........................
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not needed 1---2---3---4---5 very essential
career levels
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Orientation and Familiarization p8iwa 3 ';, 58
—_ (=¥ e} =] n
1. Intelligence Community (members and functions) .............. ceesee N b
2. CIA (organization and functions) ........ ceceeees P R R P S
3. DOD (DIA, DAO, Special Recce Offices) .......cc.civierniinenrnnennens -
i
4. Military- Industrial- Government Relationships ....... et e e R ....& .....
5. State Department (Embassy-Station Relationship) ..... ceesacssaeseess TEEEE EEEEE FEEEE EERER
6. Familiar with relevant technological developments ............... e e beaeen
!
‘.

B
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not needed 1---2---3---4---5 very essential

career levels
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ADMINISTRATIVE MANAGEMENT ] |-l
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Management Processes- relates to the structures, activities and pro- A v & “
cedures through which work is accomplished in an organization
i. Able to develop long range g0als ......iieeveneencnennnncnrensenenashonns I R PP
' {
2. Able to develop and implement action plans for accomplishing ’
program goals ........ C ot i eeeeas s ese st aacenaes e Y b oo nejooeen o
3. Able to establish priorities among alternatives ..... ceeeaen R .,...ﬁ ......
4. Able to organize resources and structures to accomplish program
Jo Lo T 1 = R RPN A S
}
5. Able to set objectives and evaluate their accomplishment ...........L.... S A
1]
6. Able to delegate effectively .............. S B T TR fowewes
7. Able to set individual performance standards and appraise perform- )
ance realistically ...... e teet st e et e e . . . S EEERTREEEE
8. Able to interact with non-career managers, executives and ¢
staff personnel ... .. ...ttt e it P R RS
9. Able to utilize the basic management support systems in personnel,
procurement and information handling ............... AP P RIPEE I REEE
10. Able to participate effectively in budget and resource allocation
decisiOn PrOCESSES +uvieenvernossoassanns et ce e e B A
11. Understand the forces of change, and be able to plan for adapting
organization to a changing enviromment ........ A R EE R NN TEEE] T e
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not needed 1---2---3---4---5 very essential
career levels
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Know and accept the role of manager ........cocoeveeennnns B I A A
Know and accept the role of the executive ....... S e NP .........L .....
Able to make timely decisions and use of appropriate decision :
making aids ....c0000.n Ceeesr i e e se e s aeene e s eesaan . ! .....ﬂ ......
. i
Able to interact with non-career managers, executives and other |
staff persons .......cci0eiennn e et tee it ceceens . . § oo d
Ability to maintain an effective task-oriented level of behavior i
in light of circumstances such as time constraints, differing !
attitudes of others, lack of pertinent information and limitations :
of resources and/or personnel .........c.coiiiiiiiiiiaaaenn T B ook esaans
. |
Able to make effective use of personnel and other resources; to '
establish objectives, schedules and priorities (organizing and
Planning) ..evevieiiiiiiiiaiiiiitis e Ceses e B O S i 4
{
)

age - .
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not needed 1---2---3---4---5 very essential
career levels
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INTERPERSONAL SKILLS 2elk.13%! B
2o 25151 5%
Management skills- relating to working with and through people ' al—-wn a°
o {3 |ITYH| &
~O | omlASN! OO
o " 12 "
1. Able to coach and counsel subordinates ..........%cceeiieiiinineaen Ceeb e
2. Able to give and receive feedback constructively e ceis e R ....i.....
3. Able to manage group processes, deal with diverse views and ;
ambiguity, resolve conflict .......... ..ot e D . . . .}. .o
]
4.. Able to conduct sucessful, productive meetings .......cceeeveeneaans e . .
5. Able to create an organizational climate which results in a
motivated WOTK fOTCE ..ieiiinieeenieneneenesssansccossesssnsasansnans . cebeeens
!
6. Understand when and how to tap various sources of power to build i
support for components' goals ............ e teer s et e L ... 'f .....
N s s . . . )
7. Able to negiotiate on a wide variety of issues ...... ciece e ceenobonan cheeen
8. Abiltiy to be sensitive and to perceive the needs, feelings and
capabilities with others, to deal effectively with others /]
regardless of status or position; and to accept interpersonal
differences and develop rapport with others .........ccciiiiiaeepoeeed R I ST
9. Able to write and conduct an effective performance appraisal
review and advanced work plans .......ccciieeiienn Cer e R A e T I
10. Assist in career counseling ............ et iee e U R M N TR
11. Understand non-verbal communication and Supervisory referral
techniques (able to spot alcohol and drug problems) .......... P R P IPIY S
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13.

14.

15.
16.
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career levels

not needed 1---2---3---4---5 very essential
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Stress Management .......ccc0c00000n Cis e ae e e .
]
Understands factors which influence human motivation ........ Cereee
Able to resolve conflicts with contractors and outside agencies
in a collaborative MANNEeT ....eoteeevecsacnssrsteossnsensasssasssss .
Able to involve other managers and centers in planning process .....
Interviewing SKills ... iuiiuineieeeeeerossoarooetaeaacsssnenensenannns L ...
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3-5 years of
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not needed 1---2-~-3---4---5 very essential

career levels
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Team Management and Effectiveness
--Building Team-- é
1. Build colleagueships and alliances .......cccu0n e ceiieseceaens {... ..3 .....
2. Has compliance-producing skills .....ciueeneneiniinnnnernnaernenoaans S I P
i
3. Imparts team spirit and cohesiveness ...... e e i e e d NPPE FRRRY PR
4. Is sensitive to what others are thinking and feeling ............... P [ I IR
5. Structures effective meetings .........c.0... Ceeeeae et e B I SN
6. Balances individual and group needs ........ceoeeeveee et O L
)
7. Able to select well-qualified and capable people for the job .......}1.... U DU S
8. Makes the best use of subordinates's SKA's ...... Chiceebsa st eaces PSP Y PR S
9. Able to manage conflict within the work team ........ e ERES EEETE IEERE EERRY RRERR
--Maintaining Team-- )
1. Able to facilitate open and frank exchange of ideas among Broup ....p..co.loceedeercfecee.
2. Emphasize a team approach in accomplishing work ................. U NP P Y I
3. Face up to and attempt to resolve and work out conflicts construct-
ively between those who directly report to you ........... cere e B R P e
4. Emphasize cooperation as opposed to competitiveness among team .....peececcqeeccgeccegecces

Sanitized Copy Approved for Release 2010/10/19 : CIA-RDP87-00956R000100030032-0




Sanitized Copy Approved for Release 2010/10/19 : CIA-RDP87-00956R000100030032-0

irdining

not needed 1---2---3---4---5 very essential

Communications
1. Communicates with subordinates about priorities, performance
expectations and policies ...... ettt ates e Ceereegerea s esanas
1
2. Is seen by others as approachable and willing to discuss problems,
issues , policies and assignment ............0... et esen et .o
3. Keeps supervisors apprised of principal activities, problems and
goals ...... Ceteeer e ettt iee e feerereerseaenae cetsann e
4. Sensitive to the feelings, viewpoints and problems of others in
individual and group settings ........... ettt ees st e
5. Persuasive and able to defend own viewpoint in oral or written
communications .....ceeevereccenianaannons Cereraetste s eee e easaas
6. Listens effectively ......cccecucns e rsreses e Cedee e
7. Recognizes and overcomes blocks to communication .............. ceees
8. Prepares written documents that are clear, well organized, complete
and timely- that are able to persuade and influence others .........
9. Speaks with clarity; is concise and factual ................ Cereeeas
10. Makes oral comments that are tactful, appropriately timed and that
contribute to group effectiveness ....... et eeeser e e
11. Communicates in a frank and open manner .........o.ceceeeees ereeneen
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career levels

Pre-supervisory
to 6 mos.

.....

.....
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super.
midlevel (5-15)

3-5 years of

of service
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senior management
or exec. devel.




12.

13.

14.

15.
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not needed 1---2---3---4---5 very essential

Initiates interactions with others to solicit thelr viewpoints-
facts, opinions and concerns about work

Ability to present oral information effectively and clearly; to
persuade or influence others through oral presentation

Goals, objectives and responsibilities are chearly defined and
shared with employees

...............................

Establishs trust and mutual respect in relating with employees

-9-
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Leadership/Creativity
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not needed 1---2---3---4---5 very essential

Ability to take charge; to direct, motivate, develop and coordinate
the activities of OtheTs ....eeeeereneanosnecsans P

Able to achieve results through effective delegation to the
appropriate person(s); provide guidance, follow-up and control .....

Able to use appropriate leadership techniques and styles ..... e

Able to come up with unique responses to situations; has the insight
to recognize and take up useful new approaches .......... ereeensos .

Lead groups in creative problem solving ....... e eese s e e
Able to think of several things at once, switch rapidly from one

problem or situation to another, and grasp the whole situation or
problem quickly ........cciineen s e reereaseraes e

career levels

Sanitized Copy Approved for Release 2010/16/‘1‘9 : CIA-RDP87-00956R000100030032-0

Pre-supervisory

to 6 mos.

.....

exp.

3-5 years of
super.

o)
[ = -
~0] o~
nHl B o
- > Q>
T k| 0o
w o o«
~—wn P}
g o
— Y g0
[ [
> ¥
QO oo
-~ unl A
o R
> ©O0
B "




Sanitized Copy Approved for Release 2010/10/19 : CIA-RDP87-00956R000100030032-0

Sanitized Copy Approved for Release 2010/10/19 : CIA-RDP87-00956R000100030032-0

not needed 1---2---3---4---5 very essential
career levels
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PERSONAL a w1 E™ 80
\
Personal Skills- relating to working with and through people i
| .
! :
1. Possess self-insight and awareness, able to make'an accurate self ; :
assessment .......cc00000 eeeeasaees e Chsereseseeeaenane A T
2. Able to think and act as an executive, have an executive presence; f ‘
self confidence in an executive Tole .....ciievieernnnanenn O PR NN foeuns
: !
3. Have a strategic focus ............. Ceeee P HEPI AR Teaeaolaanns
! i
4. Have an interest in the development of the organization, self and 4 ‘
subordinates ......... e e ceeenanns S NI EEEER eeeans
5. Able to evaluate and take reasonable risks to accomplish your i }
components's objectives .....coieiiiiienn teessesses J I P B T P
6. Possess personal objectivity and integrity ........ e B I O R
7. Be able to assess own strenghts and limitations .......... Ceeseeens NN N T
8. Able to admit when you have made a mistake ............. Ceeeanees U I R I R




